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The purpose of this guide is to help suppliers understand the 
business processes required by SOUTH32.

You may navigate this guide by:

Clicking the buttons in the toolbar

Clicking the hyperlinks on the pages – Hyperlinks may be words 
or shapes within the graphics

Using the bookmark panel to the left

The HOME button will return 

you to the table of contents

This button will take you 

back to the previous page

This button will take you to 

the next step

Using This Guide

If you need additional help, you will find a help button at 

the bottom of each page that will assist you in finding the 

appropriate support contact. 



Introduction
The purpose of this document is to provide the information suppliers need to effectively transact with South32 via the Ariba Network. This document provides step by step 

instructions, procedures and hints to facilitate a smooth flow of procurement between South32 and supplier.



Table of Contents
Select by clicking on the links:

• Process Workflow

• Service Order

• Planned Service

• Order Confirmation

• Confirm Entire Order

• Update Line Items

• Reject Entire Order

• Service Claims

• Method 1 – Ariba transmitted invoices

• Invoice – Header Level

• Invoice – Line Level Planned

Other Resources Available:

➢ Administration Guide

➢ General Functionality Guide

➢ Search Filter Guide

➢ Quick Start Guide

➢ Quote Automation Guide

➢ Quick Reference Guide

➢ Invoice Guide

➢ Material Order Guide

• Method 2 - Hard copy invoices or RCTI 

(ERS) invoices

• Invoice – Header Level

• Invoice – Line Level 

• Service Sheet Status

• Credit Memo

• Remittance

• Creating Reports

• SAP Ariba Training Survey

• Support

https://connect.ariba.com/KAAcontent2/1,,168611,00.html?bypass=1
https://connect.ariba.com/KAAcontent2/1,,166215,00.html?bypass=1
https://connect.ariba.com/KAAcontent2/1,,173128,00.html?bypass=1
https://connect.ariba.com/KAAcontent2/1,,167500,00.html?bypass=1
https://connect.ariba.com/KAAcontent2/1,,172283,00.html?bypass=1
https://connect.ariba.com/KAAcontent2/1,,166253,00.html?bypass=1
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Process Workflow

Quote – Covered in the Quote 

Automation Guide

Order Management and 

Service – Covered in the 

Service Order Guide

Other Invoicing– Covered in 

the Material Invoice Guide



South32 Service Order Scenario
A service order is placed on the Ariba network for the supply of environmental testing and reporting to the Cannington Silver and Lead Mine, an Australian underground mine located in 

north-west Queensland, in the Shire of McKinlay.  Cannington Mine is the largest and lowest cost silver and lead mine in the world.

The Supplier is 

 Supplier Number: 30234567 

 Supplier Name: BERYLLIUM CONSTRUCTION AND MINING 

 Supplier Physical & Postal Address:   9 McShire Road, Perth; WA, 6849. Australia 

 Tel: (+61 8) 6488 6000

 Fax: (+61 8) 6488 6111

 Email: tamt@stronts.com.au

 Website: www.stronts.com.au

 S32 PO Number e.g. 4540889774

 Payment Terms: Within 30 days Due nett

S32 Contact Information 

 Supplier Address PO Box 5874,Townsville QLD 4810

 South32 Contact Name:  Timothy McTam, Vice President Operations, 

Corporate Affairs, Cannington Mine, Via 

McKinlay, McKinlay Queensland 4823.

 South32 Email Cannington.info@south32.net

 South32 Phone  1800 025 3775

 Order type: Service PO

 Ship to:  Cannington Executive Office

 Ship to Location Code: KH16

 Bill to: South32 Cannington P/L

 Buyer ID: KH00

http://www.stronts.com.au/


South32 Service Order Scenario
 SCOPE OF WORK:

o Environmental Water Monitoring of Mercury, Copper and Lead levels in 18 predetermined measuring points in the McKinlay Shire where the Cannington mine site is located, the 

Cloncurry Shire which hosts our road to rail transfer and our ship loading facility in the City of Townsville.

o We have a legal requirement for trace level analysis compliance monitoring of heavy metals by a licensed laboratory which requires results for three target trace metal species, mercury, 

copper and lead (Hg, Cu, Pb) in compliance with the Environment Protection and Biodiversity Conservation (EPBC) Act (1999) and the Water Act (2007) and adhering to the reporting

requirements of the Australian Government Department of the Environment and Energy.

o Presentation of results and formal report for signing to Timothy McTam, Vice President Operations Cannington mine.  The formal report must adhere to the standards and prescribed 

format of the Australian Government Department of the Environment and Energy.

 Parent Service Line Item: 

o Monitoring of Mercury, Copper and Lead levels

 Child Service Line Item 1: 

o Presentation of formal report for signing to Timothy McTam.

 Child Service Line Item 2: 

o Presentation of signed report to Australian Gov.Dept.
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The Ver. Is the version number of 

the order.  1 = the original order, 2 = 

changed order and so on

The Orders and Releases 

category displays a summary of 

all the purchase orders sent 

from buyers.

The Order 

Number is the 

buyers Purchase 

Order Number
The Order Status is 

the current status of 

the order, e.g. New, 

Confirmed, Invoiced

The Amount Invoiced

is the total amount 

invoiced to date

The Actions 

dropdown allows 

document 

creation without 

opening the order

Inbox – Received Orders

The columns can be sorted into 

alphabetical (A-Z or Z-A) or 

numerical (0–9 or 9–0) order by 

clicking on the column heading.



Service Order
• The Order is the source document and all subsequent documents are created from the order

• The Order is a commercial document issued by a buyer to a seller, indicating types, quantities, and agreed prices for products or services the seller will provide to the 

buyer. Receiving an Order from your buyer constitutes an offer to buy products or services

• Any field with an * is a mandatory field and a value is required to be entered

• All Service Invoices require an attachment of supporting documentation (e.g. signed time sheet, copy tax invoice, service report) attachments cannot exceed 10MB

• Can only be created from ‘Confirmed’ Service Order lines

• Multiple Invoices can be created against the same Order line up to the quantity/value available on that PO line

• Ariba keeps a track of outstanding order balances (Balance Tracking) for Service Orders 

• Maximum of 200 lines (including the Parent Line)

Unplanned Service 

Orders will be 

managed via the 

'Unplanned Service 

Order’ guide
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1. Click Inbox tab on the 

Dashboard.

➢ Screen displays: Orders and 

Releases

2. Click the Order Number to 

open the order.

➢ Screen displays: Purchase 

Order

3. View the Purchase Order.

Open the Purchase Order
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The Purchase Order Header  

displays the:

1) Purchase Order Number.

2) Order History.

3) Purchase Order Status 

(Status will change as the 

order is actioned.  E.g. Once 

an invoice is created the 

Order Status will say 

Invoiced).

4) South32 Contact 

Information.

5) Terms and Conditions.

6) Ship To details.

7) Bill To details.

8) Deliver To details.

➢ Scroll down to Line Items

View Service Order Details – Header Level



Planned Service Order
• South32 knows the details and value of the service carried out and will provide line details

• Contain one or more parent line/s and child line/s

• The child line values will correspond to the parent line total amount
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View Planned Service Details – Line Item Level

9) Click Show Item Details to 

see all line item details.

10) Click Details to see 

individual Line Level details.

11) Click Done to return to the 

Inbox.

Reviewing a Purchase Order

Each Purchase Order that 

comes into the system should be 

reviewed to:

• Validate the information 

contained within the PO

• Ensure that the details of the 

order are correct

Pricing on PO should be the 

same as contract price or quote 

price 

The ‘Need By’ details are the date the materials or 

service is expected at the ‘Ship To’ address and is in 

the time zone of the buyer location.

Please DO NOT change this to match your time zone

Parent Line

Child Line

For ERS Goods PO’s: An orange triangle will appear next to 

the line number. This identifies the PO as an ERS order and 

no item invoicing is permitted. Hovering over the triangle 

displays the message in detail



Order Confirmation
• When a new order is received into Ariba, you will be required to create an Order Confirmation

• The Order Confirmation is Mandatory

• The Confirmation Number (#) is your reference number, it can be any word number or combination of your choice.  Max length is 20 characters

• There are 3 types of Order Confirmation; a Confirmation can be created to either confirm, update or reject the order:

1) Confirm Entire Order: used to confirm all line item details of the order as is.

2) Update Line Item: used to update details of the order prior to invoicing, e.g. price, date etc.

Its important to confirm the change order before invoicing.

1) Reject Entire Order: used to reject the order if it cannot be fulfilled

• Any field with an * is a mandatory field and a value is required to be entered

The confirmed PO must be the 

quantity and value of the actual 

service that is rendered, the 

vendor might be required to re-

confirm with a change request 

after the actual service is 

rendered to enable SES to be 

created.
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1. Click Inbox tab on the 

Dashboard.

➢ Screen displays: Orders and 

Releases

2. Located and click the Order 

Number to open the order.

➢ Screen displays: Purchase 

Order

3. View the Purchase Order.

4. Click Create Order 

Confirmation and select 

option.

• Drop down box displays 

available options:

• Confirm Entire 

Order

• Update Line Items

• Reject Entire Order

➢ Screen displays: Order 

Confirmation

Create the Order Confirmation
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➢ If you are confirming the 

entire order you are agreeing 

and excepting all details on 

the order.

5. Enter Confirmation#.

6. Click Next.

➢ Screen displays: Review 

Order Confirmation

7. Review Confirmation and 

click Submit.

➢ Screen returns - Purchase 

Order.  Order Status has 

changed to Confirmed

Order Confirmation – Type 1 – Confirm Entire Order
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➢ Updating the line items 

means you are requesting 

changes on the order.

5. Enter a Confirmation #.

6. Add Attachment (if 

necessary).

7. Enter the corresponding 

quantity into the appropriate 

fields - Confirm/ Reject.

8. Click Details to edit details 

and add comments.

➢ Screen displays: Line Item 

Details screen

Order Confirmation – Type 2 – Update Line Item
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9. Enter updated information.

10. Click Ok.

➢ Screen returns – Order 

Confirmation

11. Click Next.

➢ Screen displays: Review  

Order Confirmation 

12. Click Submit.

➢ Screen returns - Purchase 

Order.  Order Status has 

changed to Partially 

Confirmed

Order Confirmation – Type 2 – Update Line Item cont...

Rejected:

Use to Reject a portion or a line of 

a multi-lined order.  Enter a 

Rejection Reason and a Comment

Confirmed:

Use for all other updates/changes 

required to the order:

• Unit Price

change accordingly

• Add Comments
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➢ If you are rejecting the 

entire order South32 will 

engage other suppliers to 

deliver the service.

5. Enter Confirmation #.

6. Select a Rejection Reason 

from the drop down box.

7. Enter Comments for the 

rejection. (Include detailed 

notes advising reason for 

rejection).

8. Click Reject Order.

➢ Screen returns - Purchase 

Order.  Order Status has 

changed to Rejected

 Use the Reject if; 

• You can no longer fulfil 

the order

• The order was not 

intended for your 

company

Order Confirmation – Type 3 – Reject Entire Order

Rejection should NOT be used 

for:

➢ Incorrect Delivery Dates

➢ Incorrect Price

Update Line Item is the correct 

process.



Service Claims
• The Service Entry Sheet is the claim for the service work carried out 

• Before a service claim can be done, it might be required that the vendor needs to re-confirm the PO requesting a change to the quantity or price of the 

actual service rendered wait for the change order and confirm.

• Once submitted to South32 the Service Sheet will be reviewed and either Approved or Rejected

• There are 2 methods to begin the payment process for Service Orders, 1. Create the invoice first or 2. Create the Service Sheet first

1) Method 1  (Ariba transmitted invoices) – Supplier create the Invoice first; once the Supplier submits the invoice an auto generated service entry will be 

created and submitted to South32 for approval. 

2) This is a setting the supplier will now update but this should be done in consultation with South32 and the Vendors Accounts Department.                    

Especially where the vendor performs repairs.

3) Method 2  (Hard copy invoices or RCTI (ERS) invoices) - Create the Service Sheet first; the Service Sheet will be submitted to the buyer for 

approval.  If a Service Sheet is created before an Invoice, this process must be followed for the entire life of the order (any subsequent claims 

against the order). 

NB. Only selected suppliers will be able to create manual Service Sheets in Ariba.  If the Service Sheet button is greyed out (not active) in your Ariba Order 

you will only be able to use method 1 (Invoice first).



Method 1 – Ariba transmitted invoices
Once a service has been carried out the invoicing process can begin one of two ways. 

Please Note: Whichever option you use will need to be continued throughout the life of the order

Option 1 – Create an Invoice first

Step 1: Receive and confirm Service Order

Step 2: Provide service

Step 3: Create & Submit Service Invoice (the system will hold this, until the Service Entry is Approved)

Step 4: Service Entry Sheet is Approved

Step 5: Once approved, the Ariba Network will release the Invoice (Status of Pending Approval) & send to South32 to progress through the invoice reconciliation process.



Service Invoice
• A Service Invoice is a claim for the services carried out and is created and held in the system until approval is received from South32

• An Invoice requires an attachment of supporting documentation (e.g. signed time sheet, invoice, service report)

• Can only be created from ‘Confirmed’ Service Order lines

• Multiple invoices can be created against the same PO line up to the quantity/value available on that PO line

• Maximum of 200 lines (including the Parent Line) per Invoice
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1. Click Inbox tab on the 

Dashboard

➢ Screen displays the list of 

Orders and Releases

2. Click the Order Number to 

open the order

➢ Screen displays the Purchase 

Order

3. Click Create Invoice & 

select Standard Invoice

➢ Screen displays the Select Item

Create the Invoice
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4. The first time this option is 

selected a WARNING! pop 

up box will appear advising 

that once the Invoice is 

Approved by South32 it will 

flip into a SES. Tick the ‘Don’t 

show me this message again’ 

box and close by clicking the 

X

5. For multi-lined orders; select 

the parent line to be invoiced 

(reminder: only one parent 

line per claim)

6. Click Next to take selected 

parent line and associated 

child lines into the invoice

➢ Screen displays: Create Invoice

Invoice – Select Lines
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7. Enter your invoice number 

into the Invoice# field

8. Enter Service Start and End 

Dates

9. Attachments for Service 

Invoices are Mandatory. 

➢ The attachment is one of the 

following:

• Signed job card

• Signed time sheet

• Signed proof that the service 

was rendered

• A signed copy invoice

See next page for instructions

➢ Error message if an Attachment 

is not added: This invoice auto-

generates a service sheet.  Your 

customer requires attachments 

for service sheets.  You must 

upload at least one attachment 

before submitting this invoice

Invoice – Header Level
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10. An attachment is required for 

all Service Order Invoices

11. Click on Add to Header and 

select Attachment.

➢ The Attachments section is 

displayed;

1) Click on Choose File.

➢ Browse your computer

files.

➢ Select and click on Open.

2) Click on Add Attachment.

• Multiple files can be attached

• Max 10mb in total

Note: Do NOT attach a duplicate 

copy of the invoice.

Invoice – Header Level cont.
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12. Update Quantity (if required).

13. Tax is added at Line Level
1) Select lines to add tax

2) Click Line Item Actions

3) Select Tax

4) Tax will default to 10% 

GST.

14. Click on Next.

➢ Screen displays: Create Invoice

Summary

15. Review Invoice & Submit

➢ Screen returns to the Purchase 

Order the Order Status has 

changed to Partially/Invoiced

➢ Note: For multi-lined order; if 

there are lines of the order that 

are not required on invoice 

(partial invoice), select line item 

and click Delete.  NB. This will 

only delete the line from the 

Invoice, it will not be deleted 

from the order.

Invoice – Line Level – Planned Service



Method 2 – Hard copy invoices or RCTI 

(ERS) invoices
Once a service has been carried out the invoicing process can begin one of two ways. 

Please Note: Whichever option you use will need to be continued throughout the life of the order

Option 1 – Create a Service Sheet first (As soon as service is rendered supplier can submit a service entry on the Ariba Network)

Step 1: Receive and Confirm Service Order

Step 2: Provide Service

Step 3: Create & Submit Service Sheet

Step 4: Approval Received from South32

Step 5: Locate PO and Create & Submit Invoice
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1. Click Inbox tab on the 

Dashboard.

➢ Screen displays: Orders and 

Releases

2. Click the Order Number to 

open the order.

➢ Screen displays: Purchase 

Order

3. Click Create Service Sheet.

4. For multi-lined orders; select 

the parent line to be invoiced 

(reminder: only one parent 

line per claim)

5. Click Next to take selected 

parent line and associated 

child lines into the invoice

➢ Screen displays: Create 

Service Sheet

Create the Service Sheet
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6. Enter Service Sheet #. 

7. Enter Service Start and

End Dates

8. Add Attachments

➢ The attachment is one of the 

following:

• Signed job card

• Signed time sheet

• Signed proof that the service 

was rendered

1) Click Choose File to

browse your 

computer files. Select

and click on Open.

2) Click on Add 

Attachment.

• Multiple files can be 

attached

• Max 10mb in total

Note: Do NOT attach a copy of 

the invoice

Service Sheet – Header Level
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9. For partial services, update 

the Quantity.

10. To add items from a 

catalogue, click Add, select 

Add Contract/Catalog Item

11. Click Next.

12. Review Service Sheet 

details & click Submit.

➢ Screen returns - Purchase 

Order.  Order Status has 

changed to 

Partially/Serviced

Service Sheet – Line Level



Service Sheet Status
• Service Entry Sheets are system generated from the Invoice submitted

• The status of the Invoice will change as it progresses through South32 ’s approval process

• There are 6 Service Sheet Statuses:

• Sent – You have sent the service sheet to South32

• Approved – South32 has reviewed the service sheet and it has been approved.

• Invoiced – You have invoiced South32 for the full amount of the document

• Partially Invoiced – You invoiced South32 for only a part of the document amount.

• Rejected– The invoice has been rejected, open the service sheet and review rejection reason. Edit and resubmit



33© 2017 SAP Ariba. All rights reserved.

To review submitted Service 

Sheets

1. Click Outbox.

2. Select Service Sheets.

3. Locate Service Sheet.

The Status of the Service Sheet:

• Sent: sent to the buyer

• Approved: Invoice released

• Invoiced: Invoice received 

into South32 system

• Rejected: has been 

Rejected

4. Further information on 

invoice status management 

can be found in the ‘Ariba 

Network guide to invoicing’

1. Expand the ‘Help 

Centre”

2. Search for ‘Guide to 

invoicing’ and click on 

“Ariba Network guide 

to invoicing’

Service Sheet Status



Credit Memo
• Credit Memos can be sent to South32  via the Ariba Network and do not need to be sent in the mail 

• Please also note the following when creating Credit Memos:

• Credits are supported against specific line items from a previously submitted invoice

Note: No partial credits are allowed.
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1. Click the Outbox tab on the 

Dashboard.

➢ Screen displays: Invoices

2. Click on the Invoice #.

3. Click on Create Line-Item 

Credit Memo.

➢ Screen displays: Create Line-

Item Credit Memo

Begin the Credit Memo
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4. Enter a Credit Memo #.

• All other information in the 

Summary, Tax, Shipping, 

Special Handling, Discount, 

and Additional Fields should 

default

5.   Enter a Reason for Credit 

Memo

Credit Memo
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6. Check Quantity (The 

Quantity must contain a 

negative number e.g. -1).

7. Click Next.

➢ Screen displays: Create Line-

Item Credit Memo review

8. Review Credit Memo.

9. Click Submit.

➢ Screen returns – Invoice

Note: When you return to the 

Purchase Order the Order Status 

has changed to Partially Invoiced or 

the previous Order Status.

Credit Memo cont.



Remittance
• The Remittance informs of when and how payment for an invoice is made

• The Remittance is an informational document only and does not require any action 

• New Remittances can be viewed from the Inbox area under Remittances
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1. From the Inbox.

2. Select Remittances.

➢ Screen displays: Remittances

3. View the details by clicking 

on the Transaction#

document link to display the 

Remittance Advice details

4. From the Remittance Advice 

page you can:

• Print a copy of the 

Remittance

• Export the Remittance 

to cXML 

• Download CSV (see 

CSV Invoicing Guide 

for further 

instructions)

Remittance



Creating reports
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1. Click on the Reports Tab.

2. Click Create.

3. Enter Title of Report.

4. Select Report Type.

➢ Click Next.

➢ Select Parameters (each 

report  has different 

parameters).

➢ Click Submit.

➢ Download the Report:

➢ Select Report

➢ Click Download

Creating Reports
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Creating Reports cont.

1. Select the date range 

2. Submit

3. You need to select the 

Report and export to 

cXML
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Report pulled into CSV



SAP Ariba Training Survey
Please take a moment to complete our quick survey as we value your opinion and honest feedback. 

The survey will take approximately five minutes and is anonymous. 

https://surveys.sap.com/SE/?SID=SV_4SCG5JCWkkHN8b3


Support


